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DELIVERY NOTE 

 
DETAILS OF OFFICER: 
 
Surname………………………….. First Names…………………………… 
 
I.D Number: …………………………………. 
 
 
Residential Address: ……………………………………………………………… 
 
    ……………………………………………………………… 
 
 
SUPPLIERS DETAILS 
 
Name of Company: ………………………………………………………………….. 
 
Postal Address: ……………………………………………………………………… 
 
   
MACHINE DESCRIPTION 
 
ITEM   MAKE  MODEL  SERIAL NO. 
 
CPU   …………….  …………….  ……………………… 
 
MONITOR  …………….  …………….  ……………………… 
 
PRINTER  …………….  …………….  ……………………… 
 
LAPTOP  …………….  …………….  ……………………… 
 
OTHER (specify) …………….  …………….  ……………………… 
 
OTHER (specify …………….  …………….  ……………………… 
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OTHER SERVICES 
 
Internet 
 
Software, Please specify: ……………………………………………………… 
      
      
other, please specify:  ……………………………………………………… 
 
      
CONFIRMATION BY EMPLOYEE 
 
I confirm that the details provided by the supplier are the correct details 
of the product/services I received.  
 
Date:    ……………………………………………………………… 
 
Signature:   ……………………………………………………………… 
 
 
CONFIRMATION BY SUPPLIER 
 
I, ……………………………………….. representing ………………………………. 
(name of company) confirm that I have received an amount of 
P…….…………. as payment of the above products and/or services. 
 
 
Date:  ……………………… Signature: …..…………………………………. 
 
 
 
 

Issue in quadruplicate: Employee’s Ministry/Department 

    DPSM 

    Employee 

    Supplier 

    

 


